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CITY OF WICHITA 1985 ANNUAL BUDGET

FUND: GENERAL

' ACTIVITY NO.: 110-40
DEPARTMENT: ADMINISTRATION

DEPARTMENT OF ADMINISTRATION SUMMARY PAGE

1983 1984 1985
Actual ~ Budget  Budget
Account Classification
Personal Services $1,214,398 $1,223,669 $1,317,496
Contractual Services 388,778 410,776 456,597
Commodities 87,116 95,201 96,165
Capital Outlay 8,853. 1,050 3,572
TOTAL $1,699,145 $1,730,696 $1,873,830
1983 1984 , 1985
Actual ~ Budget  Budget
Division
Budget and Management $ 292,085 $ 300,099 $ 316,360
Controiler's Office 666,821 684,863 753,713
Purchasing 322,551 322,382 360,242
Retirement and Insurance 84,078 86,679 90,129
Treasury 333,610 336,673 353,386
TOTAL $1,699,145 $1,730,696 $1,873,830
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PACE /7
CITY OF WICHITA 1985 ANNUAL BUDGET

FUND: GENERAL ACTIVITY NO.: 110-40-700-50000
DEPARTMENT: = ADMINISTRATION
DIVISION: BUDGET AND MANAGEMENT

The Budget and ‘Management Division supervises the devélopment and administration of the annual operating
budget. This division also advises the City Manager and Director of Administration on budget and
associated financial matters. The major activity of this division is developing the budget between
February and August. This includes responsibility for developing all preliminary information for both the
governing body and City staff; for instructing all divisions and departments as to necessary and
appropriate budgetary procedures; considering and reviewing all budget proposals; implementing all
revisions directed by the governing body; and publishing the adopted budget document. = Other duties
include the daily administration of the operating, CIP and revenue sharing budgets, which entails
reviewing personnel requisitions, capital outlay requests, budget transfers and financial studies for
conformance to City policies. The Budget Office also prepares the City organization chart.

Data Processing and Office Automation support are also part of this division. (For more information, see
Working Capital Funds.)

POSITIONS 1985
1983 1984 1985 EMPLOYMENT 1984 1985
POSITION TITLE" BUDCET BUDCET BUDGET RANGE BUDGET BUDGET
Qffice of the Director
Director of Administration 1 1 1 E-&4 $ 50,292 $ 51,801
Administrative Secretary 1 1 A 620/21 18,852 19,999
Subtotal--Director's
Office 2 2 2 $ 69,144 $ 71,800
Budget and Management Division
Research and Budget Officer 1 -1 1 E-8 $ 40,600 $ 41,200
Budget Coordinator 0 0 1 631 .= 32,811
Administrative Analyst 3 3 2 629 83,976 58,685
" Budget Analyst 11 3 2 2 626 48,559 51,516
Administrative Secretary | 0 0 1 620 - 19,036
Secretary 1 1 0 -- 17,086 -
Subtotal--Budget and
Management Division 8 7 7 $ 190,221 $ 203,248
ADD: Longevity 2,308 2,714
One Day Pay Encumbrance -- 1,058
TOTAL 10 9 9 $ 261,669 $ 278,820
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pace 79
CI1ITY OF WICHITA 1985 ANNUAL BUDGET

FUND: T GENERAL ‘ ACTIVITY NO.: 110-40-660-50000
DEPARTMENT: ADMINISTRATION
DIVISION:  CONTROLLER

The responsibility of the Controller's Office is to direct the general accounéing, auditing and payroll
activities of the City. In addition, this division also coordinates the debt and capital improvement
program, develops accounting and auditing programs, advises the Director of Administration and the City
Manager on accounting and auditing matters, and provides financial statements to administrative
officials. This division's goal is the continued improvement of accounting systems and financial
information, so that internal control againsé, waste, inefficiency and financial infidelity are
strengthened, and so that interested parties can be better informed about the City's financial condition
and operation.

POSITIONS 1985

1983 . 1984 1985 EMPLOYMENT 1984 1985

POSITION TITLE BUDGET BUDGET BUDCET RANGE BUDGET BUDGET
Controller 1 1 1 E-9 $ 40,600 % 41,200
Senior Accountant 1 1 1 629 26,934 30,051
Accountant 111 2 2 2 628 53,868 ’ 57,149
Accountant 11 5 5 5 626 120,650 128,791
Accountant 1 1 1 1 623 20,836 22,104
Account Clerk {11 2 2 2 621 37,703 39,999
Account Clerk I 3 3 b4 619 49,495 71,122
Secretary 1 1 1 618/19 14,851 » 16,523
Account Clerk | 1 1 1 617 15,516 16,461
Data Control Clerk 1 1 0 - : 15,516 --
Clerk |1 1 1 1 615 11,687 14,297
Typist Clerk 1 0 0 -- -~ -
Subtotal 20 19 19 $ 407,656 $ 437,697
ADD: Longevity : 4,605 5,252
One Day Pay Encumbrance - 1,683

TOTAL . $ 412,261 $ 544,632
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PACE 81
CITY OF WICHITA 1985 ANNUAL BUDGET

FUND: GENERAL ACTIVITY NO.: 110-40-900-50000
DEPARTMENT: ADMINISTRATION
DIVISION:  PURCHASING

This division serves as the City's centralized purchasing office, allowing for the highest quality
merchandise for the lowest possible cost. Activities include processing requisitions and purchase orders,
taking and analyzing bids, disposing of all surplus and condemned City property, and selling State right-
of-way property. Additionally, the office administers the City's safety program which entails analyzing
accident data, issuing safety recommendations, handling liability claims in conjunction with the Law
Départment and insurance carrier, and conducting safety inspection and training. The Purchasing
Division also administers the self-sustaining Stationery Stores/Duplicating/Microfilming operations.

This enables departments to receive duplicating and microfilming services and office supplies as well as
providing a mechanism to assess switchboard, postage, office machine maintenance, legal advertising, and
vehicle registration costs to the departments. Finally, the Purchasing Division also oversees the
City's Vehicle Liability and Building and Contents Insurance program and Risk Management activities.

POSITIONS 1985
1983 1984 1985 EMPLOYMENT 1984 1985
POSITION TITLE BUDCET BUDGET BUDGET RANGE BUDGET BUDGET
Purchasing Manager 1 1 1 E-«9 $ 40,600 % 41,600
. Assistant Purchasing Manager 1 1 1 629 28,382 30,110
Occupational Safety Officer 1 1 1 629 28,382 . 28,692
Senior Buyer 1 1 1 627 25,568 27,125
Buyer 2 2 2 626 ) 45,198 49,104
Administrative Aide 11| 1 1 0 -- 21,376 --
Secretary 2 2 3 618/19 32,602 49, L4k
Account Clerk | 1 1 1 617 14,962 16,461
Data Control Clerk 1 1 1 617 14,796 16,343
Clerk 11 1 0 0 - == ==
Subtotal 12 11 11 $ 251,866 $ 258,879
ADD: Longevity - 1,924 2,385
One Day Pay Encumbrance -- 996
LESS: Amount charged to
Stationery Stores (10,688) --
Amount charged to
Self-Insurance Fund (44,118) (37,202)
TOTAL $ 198,984 $ 225,058
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‘ PACE 83
CI TY OF WICHITA 1985 ANNUAL BUDCGCET

FUND: - GENERAL ACTIVITY NO.:’ 110-40~940-50000
DEPARTMENT: ADMINISTRATION
DIVISION:  RETIREMENT AND INSURANCE

This division is responsible for the overall coordination and direction of the City retirement system,
insurance program, and Deferred Compensation Plan of City employees. The division acts as the
administrative arm for four boards--the Wichita Employees' Retirement System Board, the Police and Fire
Retirement System Board, the Wichita Municipal Employees' Croup Life {nsurance Plan Board, and the
Deferred Compensation Plan Management Board--which establish policy and programs. The Retirement and

Insurance Director also serves as a voting member of the Management Board of the Deferred Compensation
Plan.

The two insurance programs included as the responsibility of this division are:
1. Employees' Group Life Insurance Plan
2. Employees' Croup Health Insurance Plan

POS|T10NS 1985

1983  198&% 1985 EMPLOYMENT 1984 1985

POSITION TITLE BUDGET BUDGET BUDCET RANGE BUDGET BUDGET
Retirement and Insurance Director 1 1 1 E-11 $ 36,400 $ 37,000
Administrative Aide ! 1 1 1 620 16,869 18,126
Secretary 1 1 1 618/19 15,926 15,337
Subtotal 3 3 3 $ 69,195 $ 70,463
ADD: Longevity 558 582
One Day Pay Encumbrance -- 271
TOTAL $ 69,753 71,316
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PACE 85
CITY OF WICHITA 1985 ANNUAL BUDGET

FUND: GENERAL ACTIVITY NO.: 110-40-980-50000
DEPARTMENT: ADMINISTRATION
DIVISION: TREASURY

The Treasury Division is responsible for the coliection and distribution of the City's revenue. Within
this activity the City Treasurer is responsible for projecting cash balances, supervising all cash
disbursements, maintaining cash position, administering investment of all funds including idle funds,
developing collection procedures and systems, administering and supervising the Ticensing program and
administering bond and note sales and debt management.. The Treasury Office administers these functions
through five sections: Collection, Records, Licensing, Investments, and Bonds., The Collection section
receives and processes all payments made to the City, including the collection of all parking meter
monies. The Records section is responsible for the detailed work involved for bank deposits, daily cash
reports, and reconciliations. The License section is responsible for license records and providing
regulatory field license inspections. The Investment section is responsible for keeping records
pertaining to the number of investments, dollar amount invested and the return on all investments. The
Bond section is responsible for maintaining current information on bond records relative to the City's
debt status as well as making bond payments to the fiscal agents.

POSITIONS 1985

1983 1984 1985 EMPLOYMENT 1984 1985

POSITION TITLE BUDGET BUDGET BUDCET RANGE BUDGET BUDGET
City Treasurer _ 1 1 1 E-10 $ 36,400 $ 37,400
Deputy City Treasurer 1 1 1 629 28,382 ) 30,110
Administrative Aide Il 1 1 1 625 23,064 24,468
Accountant | 1 1 1 623 20,836 . 22,104
Account Clerk 111 0 0 1 621 -- 19,259
Account Clerk 11 2 2 1 619 33,276 13,657
Cashier |/ 1 1 1 619 16,620 18,127
Account Clerk | 2 2 3 617 31,032 48,618
Parking Meter Coin Collector 2 2 2 617 29,069 32,010
Teller 2 3 3 615 39,246 41,250
Clerk 11 1 1 0 -- 13,674 §o=-
Teller (P.T.-50%) 3 1 1 615 6,110 6,339
Subtotal 17 16 16 $ 277,709 $ 293,342
ADD: Longevity 3,293 3,200
One Day Pay Encumbrance -- 1,128
TOTAL ' $ 281,002 $ 297,670







